Centralised Training and Development

Management units will now be able to upload training opportunities to a Development

Calender. The upload process will be available one month before the beginning of
each quarter.

Upload Dates:

= December upload for the first quarter - January to March 09.

= March upload for the second quarter - April to June 09.

»= June upload for the third quarter - July to September 09.

= September upload for the forth quarter — October to December 09.

This quarterly upload will enable HR to set up any courses that require EWSS
registration and approvals.

Non EWSS registration and approval courses may be added in or edited at any time.

Using the import tool

You will need your 7 digit opax number (on your staff ID card) and your SIMS
password (the password you use to log in to your computer)
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Development Calendar Import Tool

Select file to import (must be .csv)

Browse..
Upload

Need Help Importing a File?
Download the template file

» Go to Development Calendar Admin
+ Go to Development Calendar Website

For first time users of the import tool, select download the template file
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Development Calendar Import Tool

Select file to import (must be .csv)

Browse..
=
Eploat Do you want to apen or save this file?
@ Name: import_template.xls ———
Type: Microsaft Excel Workshest, 48,0KB
Need Help Importing a File? Frorm v swinburie. sdu.au
Download the template file Open Save | Cancel I
R R ¥ Blways ask before apening this tyge of fle
+ Go to Development Calendar Website
5 Whie fles from the Inieinet oan be useful, some fles can potertialy
'.'J harm your computer. [F you do not trust the source, do not open or
S save this flle. What's the risk?

A file download prompt will appear, prompting you to open or save the file. Select
Open



Links
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Development Calendar Import Tool

Select file to import (must be .csv)
Browse..
Upload

Need Help Importing a File? I

‘http: f v, swinburne. edu, au/corporatefhridevelopmentiadmin/import fimpor
t_template. xIs" contains macras.

Download the template file

» Go to Development Calendar Admin
» Go to Development Calendar Website

Macros may contain viruses. It is usually safe to disable macros, but if the
macros ars legitimate, you might |ase some functionalty.

[ Disable Macros |

Enable Macros More Info

A Microsoft prompt will appear, prompting you to Disable or Enable Macros. Select
Enable Macros
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COURSE INFORMATION

Date of Session” Course MName " Start time (24:00) End Time (24:00)" Venue Y Campus " Target Group Learning

< Right Click here to insert 8 new course

TIPS

"Roflover coluran headings for more information, and view the Exarmple tab to see a completed sheet

*Use ALT+Enter if you need a line break in the text for Target Group, Leaming Objectives, Cowurse Content and Organisation

1 |"Right Chcik on a row number and choose Insert for a new one

*if the cowrse needs to be added to EWES then this information CANNOT be changed at = Ister time so please ensure the details are corect
"I not an EWSES cowrse, further editing can be done on the webpage after the import if needed

TO IMPORT SAVE AS COMMA DELIMITED CSV:
Save as C5Y (Ctrl-M)

AND GO TO:
0 | httn: Menam, Swinburne edu. aufcorporatedhr/development/adminfimport

2 | THIS SITE IS PASSWORD PROTECTED:
3 |USERNAME: 7 DIGIT OPAX NUMBER ey 3234567 (see your staff card)
4 |PASSYWORD: SIMS PASSWORD (ie same as logging into your PC)

|1
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|4
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| 6|
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18|
13
|10
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112
113
|14
115
116
117
|18
119
|20
121
12
| 23]
|24
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The excel template will open.

Enter all of the detail of each training session on a new line. Hover over each column
title for content guidance.

Ensure you indicate how to register for the training session by either entering an
email address or typing EWSS.

If the course requires EWSS registration the staff members manager will have to
approve an EWSS training request.
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COURSE INFORMATION

Date of Session” Course Narme
28-Mow-2008 HR Test Course

*if not an FWSS cowrse, further ec

TO IMPORT SAVE AS COMMA D

Save as CSV (Ctrl-M)

AND GO TO:
http: Hinar, Swinburne edu. aulcorpo

THIS SITE IS PASSWORD PROT
USERNAME: 7 DIGIT OPAX NUKME

 Start time (24:00)" End Time (24:00)" venue

< Right Click here to insert a new cowrse

0 Campus ‘Target Group
Hawthorn

o

My Documenks

PAZSWORD: SIMZ PASSWORD Faworites
=
= File ns: — [Tan Marts Trsining.csv =l Save I
iy Metwork =
Places Save s type: [Csv (Comma Delimited) (*,csv) =l Cancel L

NN e =

e baveas 21|
*Rollover column headings for more =l I@ Desktop j «-Baxo v Tk~

“Use ALT+Enter if you need a line | Iy Documents

*Right Click on a row number and ¢ ﬁl 4 My Computer

"if the cowrse needs to be added to Ewm bty Hetwrk Placss ot

Learning



Once complete select Save as CSV

/2 http:/ /www.swinburne.edu.au/corparate /hr/development /admin/import/import_template.xls - Windows Internet Explorer
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Back to Development Calendar Import Tool (Al-HLeft)
File Edit Wiew Insert Format Tools Data GoTo  Favorites  Help

Links
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Development Calendar Import Template

COURSE INFORMATION
Date of Session’ Course Narme

T Start time (ZA:UU)‘ End Time (ZA:UU)‘\/enue ‘Campus ‘Target Group Learning

< Right Click here to insert a new cowrse

TIPS

"Roflover coluran headings for more information, and view the Exarmple tab to see a completed sheet

*Use ALT+Enter if you need a line break in the text for Target Group, Leaming Objectives, Cowurse Content and Organisation
"Right Click on & row nurmber and choose [nsert for & new one
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Once saved navigate back to the development calendar using the back arrow in the
top left hand corner.

unes
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Development Calendar Import Tool
Select file to import (must be .csv)

Need Help Importing a File?
Download the template file

» Go to Development Calendar Admin
+ Go to Development Calendar Website

Upload the CSV file you just saved by clicking Browse
Navigate to the file location and click on the CSV file.
Once the file has been selected click Upload
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o) [ e, swibums. sy sufccrporstet diinyimport indes: php BN
File Edit Wiew Faworites Tools  Help

Links
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Development Calendar Import Tool
File Uploaded Successfully
Import summary:

» Courses Added: 1

+ Dates Added 1

o Existing Courses Updated: 0

+ Emsting Dates Already Found: 0
» Errors Found and Mot Added: 0

o Import Another File
+ Go to Development Calendar A dmin
» Go to Development Calendar Website

File upload successfully should appear along with a summary of the training sessions
uploaded. To view your courses in the Calendar select Go to Development Calendar
Website. Your training courses will be displayed.

Courses requiring registration via EWSS are still being set up in Alesco manually at
this time. These courses will be displayed on the calendar however there will be a
short delay before individuals will be able to register for the session via EWSS.



Adding, Editing or Deleting a Training course
(Outside of the quarterly upload process)

Only Non EWSS courses can be added or edited outside of the quarterly upload
process.
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Development Calendar Import Tool
Select file to import (must be .csv)
Upload |

Need Help Importing a File?
Download the template file

* Go to Development Calendar & dmin
o Go to Development Calendar Website

Select Go to Development Calender Admin
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[ Course Selection

Createlliew Create Nate: Courses created from the web interface cannot be added to EWSS and can only be opened as read-only
Open Existing HR Test Course = Open Copy to Mew Delete Shaw/Hide Import CSV

Go to Development Websile

You may open, edit and delete any of your non EWSS courses by simply selecting
the course you wish to edit and clicking open.

You may create a new Non EWSS course by clicking the Create button and typing in
the details.

Who to Contact for Assistance
Should you need assistance please contact:

Erin Freeman — Team Leader, Organisational Development Tel: 9214 8827
Matt Bretag - Web and Applications Development Tel: 9214 8594



